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1 Introduction

The CDFI Information Mapping System, version 3 (CIMS3), is a substantial update to the mapping system
that the CDFI Fund has supported over most of the past decade for CDFIs, CDEs, and intermediaries,
supporting certification and eligibility for the following CDFI Fund programs: Certification, the CDFI
Program, the NACA Program, the BEA Program, the Capital Magnet Fund and the New Markets Tax
Credit Program.

The capacities of CIMS3 far exceed those of the previously supported system, CIMS2. CIMS3 will be
significantly more efficient, and users will be able to process requests in much less time than in the past.
CIMS3 has significantly enhanced capacitiesin comparison to the previous mapping system maintained
by the CDFI Fund. All users will be able to upload and process accurate batch geo-coding of addresses,
whether these be prospective locations for individual projects (for example, to test whether or not
specific locations are eligible for various CDFI Fund programs) or actual transactions funded under one
of the CDFI Fund’s programs.

All users will have access to the CDFI Fund’s eligibility data for all programs by census tract, both based
upon the Census’ the American Community Survey (ACS), as well as previous eligibility criteria based on
the 2000 Census. Users will also be able to access the location of CDFI headquarters and the boundaries
of contemporary Congressional Districts.

Those holding myCDFIFund accounts will have accessto all maps and data previously saved in CIMS2, as
well as all data CDFls and CDEs have submitted to the CDFI Fund through its Community Information
Impact System (CIIS), in addition to all Census data the CDFI Fund makes available to the public.

This document provides step-by-step exercises to train users in the workflows available in CIMS3. These
workflows are separated into two high-level lifecycle phases found in CIMS3:

e Preparation —Usersdetermine program eligibility, mainly by viewing static eligibility maps for
programs and demographic data associated with specific Census tracts, and decide whether to
apply.

e Application Processing —Organizational users (certification applicants, program applicants,
awardees, and allocatees) utilize the mapping application to obtain certification, obtain
assistance/approval from CDFI Fund certification personnel, create and submit maps with
applications, and enter and validate transactioninformation (e.g., submitting geographic points
on a map for approval).

e Compliance— Organizational users and CDFI Fund Compliance staff perform mapping and
validation aspects of compliance and progress reporting.
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2 Before You Begin

This Training Manual provides scenarios to help users gaina better understanding of the ins and outs of
CIMS3. Users must have myCDFIFund accounts that are associated with a myCDFIFund organization.
These training scenarios are grouped into the three phases of the CIMS3 lifecycle: Preparation,

Application Processing, and Compliance.

2.1 Prerequisites
e Make sure you are using a modern web browser, to include at least:

O
©]
O
O

Internet Explorer 9+
Mozilla Firefox 22+
Google Chrome 28+
Safari 6+

e Make sure you have Adobe Flash Player 11+ installed as a plug-in for your web browser. If you
do not have it, you will be prompted to install it when you get to the CIMS3 application. You can
also obtain the Flash Player by going to Adobe’s website at http://get.adobe.com/flashplayer/
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3 Preparation

In this section you will focus on Preparation. You will determine program eligibility, mainly by viewing
static eligibility maps for programs and demographic data associated with specific census tracts. For the
purposes of training, you will use the CDFI Preparation configuration. Launch CIMS3 using your

myCDFIFund account.

myCDFI-Fund

o

T CDFI Home Page Terms of Use and A

You are entering an Official United States Government System, which may be used only for authorized purposes.
The Government may montor and audit usage of this system, and all persons are hereby notified that clicking the OK
button below and the use of this system constitutes consent to such monitoring and audting. Unauthorized attempts.
to upload or change information on, or otherwise cause damage to, this web site are sirictly prohibited and are
subject to prosecution under the Computer Fraud Abuse Act of 1985 and Tille 13 U.S.C. § 1001 and § 1030,

This web site is provided as a public service by the Department of the Treasury, Community Development Financial
Institutions Fund (CDFI Fund) and is considered public information which may be distributed and copied. You should
be aware that 31 U.S.C. § 333 prohibits {among other things) the misuse of names, terms, symbols, emblems, or
stationery of the Department of the Treasury, as well as colorable imitations of these items.

More information regarding Privacy and Security can be found at hitp://w ww.cdfifund.goviedfi_links/privacy.asp

[ ok

Click the button to agree to the Terms of Use and advance to the login page.

myCDFI-Fund

¥ CDFIHome Page Announcements & Helpul Tips.

Al myCDFl users have the abilty to register for workshops and
information sessions that the CDFI Fund and its program
components hold annually around the country.

= To gain access o an organizations myCOF| account, you must
first have a user account. You can register as a user

= You can register to become a reviewer for program
appiications through myCDFL Selected reviewers help read and
review applications submitted to the CDFI Fund for allocations,
grants, loans and technical assistance

myCOFI Login

E-mail |
Password:

e ]

User Registration

»  Ido not already have a user account with

b+ laiready have a user account but do not

& Ineed help with setting up my user account.

myCDFI.

know my passwort

Enter your myCDFI Login login credentials:

my COFl Lagin

E-mail [

Password: I
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This will bring you to the myCDFIFund home page.

myCDFI-Fund

2 Ed Jenks

Log Out=d]

Organization | Readers

¥ COFI Home Page
# User Profile

= AllmyCDFl users have the abilty to register for workshops.

components hokd annually around the country.

first have a user account You can register as a user

 You can register o become & reviewer for program
appiications through myCDFL Selected reviewers help read
and review appiications submitted to the COFI Fund for
allocations, grants, loans and technical assistance

and information sessions that the CDFI Fund and it's program

To gain access to an organizations myCDF| account, you must

Choose An Organization

CIMS 3 Test Organization -

# Register an Organization

Request Access o an Organization

In the “Access Organization” box make sure the dropdown menu is selected, then click the button and a

new page is displayed:

myCDFI-Fund

2 Ed Jenks Log Out<]

T CDFI Home Page
» User Profile

Enter your EINin the given box then press the “Access Organization” button and a new pageis

displayed:

myCDFI-Fund

S Ed Jenks Log Outdl]

Organization ' Readers

7 Organization Home CIMS 3 Test Organization
» Organization Profile

# Applications

Announ:

ents & Communication

»  AllmyCDFl users have the abilty to register for

* Debriefings workshops and information sessions that the COFI Fund
+ Mapping and it's program components hold annually around the
» CIMS3 country.

*You can register to become a reviewer for program
applications through myCDFL Selected reviewers help
read and review appications submitted to the CDFI Fund
for allocations, grants, loans and technical assistance

& You can update your personal profile information on file
with the CDFI Fund, including your name, email address,
phone number and maiing address in your myCOFI
account

User Status.

Ed Jenks Active

Quick Links.

Access Another Organization

CDE Online Certification Registration
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On the left hand side of the screen select the “CIMS3” link:

¥ Organization Home
= Organization Profile
* Applications

# Debriefings

¥ Mapping

= CIMS3

After being redirectedthe following Program Selection page is displayed:

Logged in as: jappleseed@penbay.com

Welcome to CIMS, the CDFI Fund
Information and Mapping System

This system is designed to help CDFI Fund customers map their target markets, Low Income
Communities, or Distressed Communities for submission with CDFl applications.

Faor more information about CIMS, please feel free to contact the CDFI Fund's IT HelpDesk by email
at [THelpDesk@cdfi treas.gov, or by phone at (202) 653-0300.

To start a new map or to view and edit an existing map, please choose the program that you
are interested in below:

CDFI Maps BEA Maps
Create and edit maps for the CDFI program. Create and edit maps for the BEA program

NMTC Maps
Create and edit maps for the NMTC program

Please select the link to the program in which you would like to generate a map.
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3.1 Create a CIMS3 Map
When a user selects a program on the Welcome to CIMS Mapping System web page, the system will

load the CIMS3 mapping application:

3.2 Access CIMS3 web application help
Choose the Help tab from the top navigation menu and then select “Help” from the dropdown menu.

The system will display CIMS3 web mapping application help in a new browser window, and you can
navigate to read specific help topics, FAQs, and contact information.

About

Request Help

v el i
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Selecting Help will take the users to the CIMS3 User Help web page.

4 CIMS3 User Help M) v B v ) @ v Pagev Safetyv Toolsv @~
b Introduction Top Next
CIIVIOO

Powered by InVision (SIS Welcome to the COF| Fund Information and Mapping System - 3rd Generation (CIMS3). CIMS3 will help you view and manage
information related to the geographic eligibility criteria for the programs administered by the Community Development Financial

from PenBay Solutions
Institutions Fund (CDFI Fund), including target markets and program applications

Contents | Search

The CIMS3 application is based on InVision InSite from PenBay Solutions. Some pages in this manual refer to InVision and to
‘_ﬂ data related to buildings and facilities, but all of the material in this manual is applicable to CIMS3 and census data

@ CDFI Fund Workflows »
[2) Navigating the Map Getting Started
[2) Ovenview Map
[2) InfoWindows To get started, navigate (zoom & pan) to the area you're interested in. Then see the section on CDFI Fund Workflows
[?) Basemaps

@ Organization Home
[2) Entity Display
[2) Transparency
[2) The Legend

@ Named Maps

@ Selections

@ Bulk Address Management
[2) Search
[2) Printing and Exporting

See the table of contents for instructions on additional things you can do with the map display, such as changing the basemap
or turning layers on and off.

Copyright (c) 2013 PenBay Solutions, LLC.
Al rights reserved.

3.3 Navigate within a CIMS3 Map

Click eachdirection on the “Pan” Map Navigationfeature located on the top, left-hand side of the
screen.

Click and drag the “Zoom Slider” Map Navigation feature.

>

Click the “Previous/Next Extent” Map Navigation feature.

Click the “Full Extent” Map Navigation feature.

>
Select the “Zoom In”  * Rectangle Map Navigationfeature and click and drag a box over desired
geographic zoom location.

Select the “Zoom Out” - Recta ngle Map Navigationfeature and click and drag a box over desired
geographic zoom location.
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3.4 Control layer visibility within a CIMS3 Map

i
Select the "Layers"tab =  on themenu on Layers
the right hand side of the screen. The Layers tab
allows users to show the list of available map [ 2010 Census Tract Al

layers and toggle the visibility (on or off) of any [] Congressional District Mo Labels

of the available layers. ,
[] County Mo Labels

1l msa
[ State

[] CDFI Headguarters

3.5 View alegend for the visible layers on a CIMS3 Map

.—
> —

Select the "Legend"tab “~ onthe menuon Legend
the right hand side of the screen to display the
legend for the currently visible map layers. CIMS

CDFl Headgquarters

4

3.6 Search for alocation on a CIMS3 Map

3.6.1 Map Layer Search
Using the Map Search Feature locatedin the top navigation menu, choose what entity type to search

within by clicking one of the searchicons (e.g., ? ) to the left of the search bar and selecting the

desired searchtype. Now enter a text value for the system to search for (e.g., 1600 Pennsylvania Ave
NW, Washington, DC).

Please note that the example searchterms which do not return results either search for something that
doesn’t exist or are formattedincorrectly.

Example search terms that should returnresults for each available entity:
Census Tract— 08031980000

Congressional District: FL12

County: Knox

State: Maine
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Example Search Terms that should NOT return results:
Census Tract: 0803A

Congressional District: Maine’s 2"

County: Peirce

State: NJ

Choose one entry in the search results to reset the map extent toshow the selected location.

3.6.2 Street Address Search
Using the “Previous/Next Extent” feature reset the map extent to show all of the United States.

Using the Street Address Search feature, enter an address for the system to searchfor.

Example address that will return results:
1600 Pennsylvania Ave NW Washington, DC

Example address that will NOT return results:
123 Rivers St. New York, NY

Choose one entry in the search results and the map will display an icon and info window at the entry’s
location.

= Address Search Result [x]

Address: 1600 Pennsylvania Ave NW, Washington, DC,
20500

Latitude: = 38.89867298976685

Longitude: -77.03597238072064

Click in the area immediately around pin to view Census

Tract eligibility

ZoomTo

Click “Zoom To” to zoom to the location.
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3.6.3 Latitude/Longitude Search
Using the Lat/Long search feature in the top navigation menu tothe left of the searchbar, enter a
coordinate pair of latitude (Y) and longitude (X) values.

The number format of the coordinate pair should be in decimal degrees.

X should be greaterthan-180 or less than 180 AND Y should be greater than -90 or less than 90.

Negative values should be used to denote longitude values in the Western hemisphere and latitude
values in the Southern hemisphere.

Example coordinatesthat should returnresults:
43.9,-69.9
32,115.9

Example coordinatesthat should NOT return results:
186, -2000
900, 900

+, 186,-2000 Q,

Invalid Coordinate

3.7 Print a public CIMS3 Map

Use the navigation features described in 3.4 to set the map extent over Denver, CO. Zoom in so thatyou
are able to see census tracts. (Note: make sure Census Tractsare turned on in the layer list. See 3.5).

Select “CDFI Tools” from the navigation menu at the top of the screen. Selecting CDFI Tools will open a
drop down menu. Choose the Print feature.

Select »

Print

Specify Map Titleas “Test Map”
Set Layout Template to “Letter Landscape”
Set Format to “PDF”

Click “Print” Button
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Title [Denver

Layout templates [ Letter Landscape

Formats | PDF |~ |

[[] Use this scale | 144448

3.8 View program eligibility and demographic information for individual

census tracts
Make sure Census Tractsare turned on in the maplayer list (see 3.5) and zoom in/out so that they

become visible.

Click on any census tract andthe system will display an info window containing information about that

census tract.

8 SN Y SSN— S

2010 CDFI Eligible Tract: 23005011201

IA Qualified: no
Poverty Rate (%): 5.3
“7 Median Income (%): 1.29
Median Income Qualified:no
- Unemployment Rate (%). 5.8
" Unemployment Rate Qualified:no
In Empowerment Zone: no
— Population Loss Metro: no

Metro Designation: Metropolitan
Population: 6,394

ZoomTo
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3.9 Export program eligibility and demographic information for individual
geographic units

3.9.1 Draw to Select Tool

Open the “Selections” \ tabin the menu on the right hand side of the screen and select the “Draw
to Select” option. The system will display a window titled “Draw to Select”.

In the “Draw to Select” window, select the “Circle” feature and click and dragto create a selection area
around the city of Denver, CO.

-

aw to Select -

Selection Method: (&) Replace () Add () Subtract

[ 2010 NMTC Eligible Tract

Gray /italicized entity types cannot be selected because
the entity type is notvisible in the map

Choose the “Selection Grid View” found in the “Selections” tab in the menu on the right hand side of the
screen.

L i A e = 1 L L | V-] L

—
and]

I election Grid View =X
2010 Census Tracts [] Exportto G8V

Census Tra.. | ACS Pop.. | IAQualifi... ‘ Poverty ... | Unemplo... | Median ... | In Empowe...
\m.] 08001008802 4,255 yes 2286 14.1 0.65 no |4
1 08001008901 2377 yes 2838 225 0.49 no
_ 08001009002 8497 yes 19 133 0.64 no
08001009306 3612 yes 20 11.8 074 no
s | 08001009307 3,312 yes 12.6 10.6 0.65 no
08001009308 3725 yes 14.3 54 0.55 no
= 08001009309 3880 yes 21 134 075 no
) 08001009310 5566 yes 288 71 0.6 no
i 08001009501 3014 yes 217 108 0.62 no
08001009502 4177 yes 19.6 1238 0.57 no
08001009553 i no

Page 14 of 28 PenBay Solutions, LLC



CDFI Fund CIMS3 | Training Manual

To export the selection results choose the “Export to CSV” feature found in the Selections Grid window
in the upper right hand corner.

Specify a location and name for the file to be saved to disk.

3.9.2 Query to Select Tool
Open the “Selections” tab in the menu on the right hand side of the screen and select the “Query to

Select” option.

In the “Query to Select” info window, select “2010 CDFI Eligible Tract” from the drop-down menu. Then
enter the number “800” into the text box next to the “Census Tract FIPS” making sure that the
corresponding dropdown box is set to “Contains.” Then click the “Replace Current Selection” button.

uery to Select - X
Select: | 2010 Census Tract i = |
12
[ «) Visible Floors () All Floors [¥] Current map extent only

2 Selection Method: (¢) Replace () Add () Subtract

Census TractFIPS | Contains [~] [800| ]
ACS Population [ Between [~ l [ ] and [ ]
IAQualified [ Contains |~ ] [ I
erj Poverty Rate [ Between |~ ] [ ] and l I
dpe lF.,Jgemployment Rate [ BolWoen i < I I ] and l l
~ Median Income Pt [ Between [~] [ ] and [ ]
In Empowerment Zone | Contains [~] [ ]

Reset [ Replace current selection ]

Choose to “Selection Grid View” found in the “Selections” tabin the menu on the right hand side of the
screen.

To export the selection results choose the “Export to CSV” feature found in the Selections Grid View
window in the upper right hand corner.

Specify a location and name for the file and save it to disk.
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4 Application Processing

In this section you will focus on Application Processing. You will utilize the mapping application to
obtain certification, create and submit maps with applications, and enter and validate transaction
information

4.1 Calculate the qualification status for a Geographic Unit Collection

While you still have a selection of Census Tracts, open the “Selections” Tab and hover your mouse over
one of the census tract options (e.g., 2010 BEA Eligible Tracts) and the “Actions” drop down menu will
appear. From the Actions drop down menu select “Validate Distressed Community”.

» | Selections

‘ Draw to Query to Selection
Select Select Grid View

G [ H2omoeaiobie T v scns

o) > ggoj Validate Distressed Community
* » [ 201 Clear All Selection Results
» V] Counties (4)
'_:i”' » [V] States (1)

-

Then select the “Analysis

on the menu on the right-hand side of the screen. The
qualification calculation service will return an Analysis Result containing summary (text) information.
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Sample Qualified GUC Analysis Report Sample Non-Qualified GUC Analysis Report
(CDFI Program) (CDFI Program)
RUESES Analysis

«  All tracts are gualified.

+  The tracts are all in the same county.

+  The tracts are contiguous.

+  Population: 20,930

«  The population meets the requirement of
4000 in a metro area.

+  The poverty rate is at least 30%.

+  The unemployment rate is at least 1.3 times
the national average.

= 16 tracts are not qualified.

+ The tracts are not all in the same county.

» The tracts are contiguous.

* Population: 67,409

» The population meets the requirement of
4.000 in @ metro area.

= The poverty rate is below 30%.

Not Qualified

Gualified

4.2 View a qualification report for a Geographic Unit Collection

With the Census Tractsstill selected, open the Selections tab. , choose “Selection Grid View”. The
system will show the selection set in a grid, and you can view the attributesof the selected geographic
units.

selection Grid View - K\_

2010 BEAEligible Tracts [~]

Census Tra... BEA Qual... | Poverty R... ‘ Median I... ‘ Unemplo... | Metro Des... | ACS Pop... o

TH 08031001500  Partial 356 0.39 10.8 Metropalitan 3,614 1
083031001600  Partial 305 0.58 7.2 Metropolitan 6160
08031003500  Partial 38.8 0.44 15.8 Metropolitan 6,448
NS} 08031003601  Partial 36 0.48 14.4 Metropolitan 4,758

A

W E

i

| Lowell Ell*.'d

3

s s A e W i e i e i ] ) o i e i b
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4.3 Export a qualification report for a Geographic Unit Collection

In the Selections Panel, hover to the right of the Census Tract being queried to access the “Actions”
drop-down menu, choose the “Export to CSV” option, and save the file to disk when prompted.
Open Microsoft Excel or another desktop spreadsheet programto continue analyzing the data.

4.4 List available Named CIMS3 maps for your organization

Click on the “Maps” % tab. The application will open the CIMS3 Map Management Utility which
will present a list of Named CIMS3 maps for their organization.

The system presents a dialog that shows the following information and options (actions) about the
Named CIMS3 maps: Name, Type, Creation Date, Program, Open, Delete, Save As.

To select a map, click on it in the list. The system will perform the following:
Set visibility of operational map layers.

Set the current map extent to the saved CIMS3 Map extent.

Select the features comprises the Proposed GUC. (The GUC may be empty).
Display the CIMS3 Map Properties:

Program

Status

Metadata information (E.g.: Name, Revision history)

Maps
Backto List Save As
Mike

Program: CDFI

Status: submitted

Updated Tue Aug 6 2013, 11:47:26 &AM
by jappleseedi@penbay.com

| ¥ Actions

4.5 Create a new named map

If you have already selected a map, click the “Backto List” link in the “Maps” tab to return tothe list of
available maps for your organization.

Click “Create a New Named Map” and specify a name for the map the Click Save.
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Maps

Create a new Mamed Map

Cpen an existing named map:

My first Named map, do you like it?!
Updated Thu Jul 4 2013, 09:59:02 AM
by jdonuts@cdfi.gov-224

4.6 Save a Named CIMS3 Map
Open anamed CIMS3 Map.

Choose the Save feature. - l

Save map

Revision Comment:

| |
Ifa ppropriate, you may choose to [] Associate my map with an application

Mote: Once your map is associated an application, the map can no longer be edited.

attach your map to a signature [ e | [ canest ]
page application by checking
“Associate my map with an
application.”

Add a revision comment.

4.7 Create a new CIMS3 Map from an existing Named CIMS3 Map (i.e. “Save

map as...”)
Open aNamed CIMS3 Map and choose the “Save As” feature from the actions menu in the “Maps” tab.

Specify a name for the new map.

4.8 View changes between two revisions of a Named CIMS3 Map
Select a named map in the “Maps” tab. Choose to list the available revisions by selecting the
“Revisions” box at the bottom of the “Maps” menu. Then choose a (historical) revision toinspect. The

system will display the GUC contents on the map for the chosen revision (using different symbols than
that of the most current revision) so that users can distinguish one GUCfrom another.
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Maps

ckto List

20131129 Test Modification Test
Program: BEA

Status: open

Updated Fri Nov 29 2013, 02:12:47 PM

by jappleseed@penbay.com

@ v Actions

- —
-
*—
A

Ll
-

Al

> | maps

Bams

M| el

20131129 Test Modification Test

BEJ| Program: BEA

= Status: open

---\ Updated Fri Nov 29 2013, 02:12:47 PM
b jappleseed@penbay.com

Revisions ™

roon
T

Fri Nov 29 2013, 02:08:54 PM

by jappleseed@penbay.com
First Map

=

4.9 Merge the contents of two Named CIMS3 Maps into a single Named CIMS3

Map

View the list of available maps and choose one Named Map to open. From the map’sActions menu,
choose the ‘Import Selection” which will allow the user to import data from another map.

Maps

Backto List

20131129 Test Modification Test
Program: BEA

Status: open

Updated Fri Nov 29 2013, 02:12:47 PM
by’ jappleseed@penbay.com

Import Selection
Rename
Save As
Request help (send email)

The system will present a dialog listing the available

Import Selection *

Selecta map to import its selection

My first Named map, do you like it?!
Updated Thu Jul 4 2013, 09:59:02 AW
by jdonuts@cdfi.gov~224

Import and Import and
replace merge
my wiith my
selection selection

Cancel
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maps for you to choose from. The system should also present options to: Import and replace the
current selection, Import and merge the selection sets, or Cancel the operation.

If the user chooses Import and replace the current selection or Import and merge the selection sets,
then the GUC of the currently open map will be updated.

4.10 Update a Named CIMS3 Map
Open a Named CIMS3 Map.

In order to update the map extent for the map: Perform whatever map navigation is needed so that the
map extent is to their liking (e.g.: use map navigationand or search/search results-“zoom to” utilities).
Choose the “Save Map” feature.

In order to update the visible layer list for the map: change the visibility of the layers in the layer list
control.

In orderto alter the contents ofa GUC: Use the GU selection tools to modify the selected set of GU’sin
the GUC.

4.11 Add/Remove Geographic Units from a collection within a CIMS3 Map

4.11.1 Add

With the “Selection” Tab open, choose an available geographic unit (e.g., 2010 Census Tracts, 2014
Eligibility Data). Thenchoose the “Draw to Select” option and choose a shape tool (rectangle, point,
circle, etc.) and click on the map to draw the selection shape.

4.11.2 Remove
After selecting a set of geographic units, unclick the box within the “Draw to Select” info window.
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4.12 Delete a Named CIMS3 Map
If you already have a Named CIMS3 Map open, click on the Maps taband click “Backto List”.

In the map list, hover over the Mapyou are going to delete and choose “Delete” from the Actions menu.

Confirm the intent to delete the map.

4.13 Request help with a Named CIMS3 Map

Choose a named map from the “Maps” tab, then choose the ¥ Actions
“Request Map Help” feature from the “Actions” drop-down. Import Selection
Rename

The system will open an email message with the following Save As

information prepared (from reading configuration values prepared

. . . Request help (send email}
by a CIMS3 Web application administrator):

Recipient (destination for mailto: link)
Subjectline: “CIMS3 Map help request”

Message body: “I am requesting assistance in preparing the following CIMS3 Map: <INSERT MAP

REFERENCE HERE> for <INSERT ORGANIZATION NAME HERE>. Please contact me at: <USER-ENTERED
PHONE # and/or e-mail ADDRESS>.

*Note that you must have a pre-configured e-mail client installed and configured for the ‘mailto’ syntax
to be properly handled.

4.13.1 Share a Named CIMS3 Map
After printing your map, use your local email client (or other file transfer means) to send themap toa
non-authenticated user.

4.14 Assemble a CIMS3 Map Package for CDFI Certification Signature Page

submittal

During the standard Map Save, you will be presented with the option to “Associate my map with an
application,” and then choose from a list of available signature pages.
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Save map b3

Revision Comment:

[+] Associate my map with an application
MNotfe: Qnce your map is associated an application, the map can no longer be edited.
Select Application Signature Page Select Targeted Population

BEA Application for 2074

[ ] Low Income Targeted Population

(] other Targeted Population (OTP) - Mative Americ
[] Other Targeted Population (OTP) - Alaska Mative
(] Other Targeted Population (OTP) - Asian America
[ ] Other Targeted Population (OTP) - Hispanic/ Laf
(] oOther Targeted Population (OTP) - Mative Amerig
[] Other Targeted Population (OTP) - Mative Hawaii
[] Other Targeted Population (OTP) - Women

[] Other Targeted Population (OTP) - Other Pacific |
[] Other Targeted Population (OTP) - Other

(] Severely Distressed Non-Metropolitan Area

<] [ [»

save || cancel |
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4.15 Submit a map package for review using the CDFI Certification Signature

Page

Log into myCDFIFund and follows the standard CDFI Certification Signature Page Instructions as
illustrated in the graphic below:

¥ Introduction

» Organization
Information

# Contact Information
#» Type of Submission
» Upload Documents
# Submit and Print

CDFI Certification Signature Page

Introduction

Instructions

Welcome to the Signature Page interface for CDFI Certification. Please read these instructions in their entirety before
proceeding.

You will fill out the Signature Page by clicking through the list of data sections appearing on the left. Required fields
are indicated with a red friangle( ). Be sure to click on the "Update Signature Page Information” link at the
end of each section to save your responses before moving to the next section. Click the Submit, Preview
and Print button in the Submit and Print section on the left to check whether all the required entries have been made.

Some of the information required for the Signature Page is taken from the MyCDFIFund Qrganization Profile section.
You can use the "Organization Profile” tab above, or from your MyCDFI Organization Home page, click on
Organization Profile on the left (to update organization information). Then return to the Signature Page through the
"Applications” link.

Important notes regarding “Attachment A — Applicant Data" workbook.

1. The "Attachment A — Applicant Data” workbook can be used “as-is” with Microsoft Office versions 2007 and
later. Users of Office 2003 or earlier must download and install the free Microsoft Office Compatibility Pack.
Please see the Microsoft Support article "How to open new file formats in earlier versions of Microsoft Office”
at http-//support microsoft.com/kb/924074.

2. The "Attachment A — Applicant Data” workbook contains macros. Please select “Enable Content” when
opening the workbook.

3. The "Basic Information” worksheet, found in the “Attachment A — Applicant Data” workbook MUST be printed,
signed and dated by the Applicant's Authorized Representative then uploaded as a separate attachment to
the Signature Page. Failure to upload and submit the signed and dated “Basic Information” worksheet will
result in no review or determination made of the Certification application. The electronic Signature Page
DOES NOT need to be signed and/or mailed to the CDFI Fund.

4. To maximize the guality of the information being submitted, please note the following:

o All worksheets are protected. Data can only be entered into specific cells.

o Additional worksheets can only be inserted or deleted by clicking the appropriate buttons where
acceptable.

o Rows cannot be inserted except by clicking the appropriate buttons where acceptable. Rows cannot
be deleted, and columns cannot be inserted or deleted.

o All fields, except text fields, validate the information entered. For example, currency, numbers,
percentages and dates all check to ensure the proper format of the information. Improperly formatted
information (e.g., entering letters in a currency field) will result in an error message being displayed
and an option for the applicant to retype the information.
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5 Compliance

This section is about Compliance. Using the Compliance tools you will be able togeocode transactional

data, obtain X,Y coordinates, adjust the location of data on the map, perform census tract overlays, and
export the processed data.

You must be logged onto myCDFIFund to gainaccess to the Compliance tools.

5.1 Geocode a Set of Addresses

Open the Bulk Address Management utility by selecting it from the “Application Processing Tools”
dropdown menu:

Application Processing Tools

CIMS

Select
Bulk Address Management

The system presents a dialog that allows you to upload a Comma Separated Values (CSV) delimited file.

[~ Bulk Address Management - X
-

Welcome to the Bulk Address Management Utility
Please choose a file containing address records to geocode

H Browse |‘ Upload |

Click the “Browse” button and find a CSV file containing addresses. Then click the “Upload” button.
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The system presents a window asking you to select what columns from the uploaded file you would like
to use:

~L Bulk Address Management =N
L‘* lease selectthe columns from the data file that match up with the Address data structure.
Bold fields are required to perform geocode operations.

= e
* State: Geocode Address: :B
* Zip: Geocode Type: _
Geocode Score: :}3

Census Tract:

D

Note: Default settingsshould be “STREET, CITY, STATE, ZIP”
Click Next.

A list of the addresses that have been uploaded appearsin a grid:

- Bulk Address Management -
f@ | # | street Ccity | State |le |G |G | G... ‘ G... | Action

O 4 46chidst  Augusta ME 4330 0

| 2 14 Maine Stret  Brunswick ME 4011 0

[0 3 35vilageRoz Middleton MA  01949-1 0

O 4 get5wWestwor Vienna VA 221822 0

00 s oooScrouse Syracuse NY 13244 0

Geocode Find Census Tracts Export Clear
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Click the “Geocode” button at the bottom of this window:

| I
Geocode

The map should display points on the map where these addresses are located and zoom to show all
geocoded addresses.

Zp |G |G |G |Gn | Action
4320 18C 100 Ste
011 144 100 Ste
01949-1 35V 100 Stre
221822 881 100 Poir
13244 900

Stre

5.2 Refine map coordinate associated with a geocoded address

With the Bulk Address Management window still open from the previous step, click the “Find Census
Tracts” button.

When the process completes, the Bulk Address Management window should now provide you with a
Geocoded Census Tract for eachaddress in the table:

Ik Address Management

-
=

# | Street | City | State | Zip GC Census Tract
1 16 Child St Augusta ME 4330 23011010400
2 14 Maine Stre¢  Brunswick ME 4011 23005011202
3 35Village Roz Middleton  MA 01949-1§ 25009212100
4
5

8615 Westwot Vienna VA 22182-2§ 51059460400
900 S Crouse Syracuse NY 13244 36067004302
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Note: You may have toadjust the width of the columns in the Bulk Address management window to see
the census tract numbers in their entirety.

5.3 Export map coordinate information associated with a set of geocoded
addresses

With the Bulk Address Management window still open from the previous step, choose the “Export”
action:

Expart

The system will present you with a window asking you to enter the column names for the data export
file:

Bulk Address Management

gt fEnter the columns names for the data export file.

Street: STREET Latitude (Y):

City: Longitude (X): X

State: STATE Geocode Address: GC_ADDRESS

Zip: ZIP Geocode Type: GC TYPE

Census Tract [GEnsus Geocode Score: G5 oooRE

Use the default settings and click the “export” button, then save the file

The system presents a system dialog that allows the user to specify a name and file system location for
the delimited text file to be saved.
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